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Visual Race and Visual Gender Identification

When visually identifying race or gender for job applicants, agencies should follow the following steps to
complete this identification process in the RMS.

Step 1. Select and open the job posting to which the Visual Race and/or Visual Gender Identification
criteria should be added. Then, on the Summary Tab, select Edit.

Please review the detais of the posting carefully before continuing

Totake the action, select the appropriate Workflow Action by hovering over the orange Take Action on this Posting” button. You may add a Comment o the posting and also add this posting to your Watch
List inthe popup box that appears. When you are ready to submit your posting, ¢hick on the Submit bution on the popup box

Toed the posting, click on the Edit ink next to the Section Name in the Summary Section. This willtake you directly to the Posting Page to Edit. f a secbon has an orange icon with an exclamation point
you will need to review this section and make necessary cormections before moving to the next step in the workflow

© Posting Details Edlt -« Qumummm—

Step 2: Select Visual Race-Gender/Screening Sheet from the menu on the left.
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Postings / Main / Housekeeping Night Worker (Posted (Managers can view applicants)) / Edit: Posting Details

Editing Posting Posting Details [ save |

Posting Details

*¥ Check spelling
Recruitment Cost
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N To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand navigation menu.

@ Posting Screening Crit Proceed through all sections completing all necessary information. To submit the Posting to Human Resources, you must go to the Posting

Aol 1D t Summary Page by clicking on the Next bution until you reach the Posting Summary Page or select Posting Summary Page from the left navigation
@ Applicant Documents menu. Once a summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.
@ POStmg Specm: Quest * Required Information
© Guest User Position Information
@ Visual Race-Gender/Scr.

Summary Working Title Housekeeping Night Worker

Role Title Hsekeep &/or Apparel Workr | - 79071 v

The non-classified role title can be used for those job titles not listed under current classified role titles.

Hiring Range |$20 400- §22 440 8]

EEQ Codel/Category H - Service/Maintenance v
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Visual Race and Visual Gender Identification

Step 3: Select the orange Add a Criterion button on the right.
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Editing Posting Visual Race-Gender/Screening Sheet
@ Posting Details Included Evaluative Criteria
@ Recruitment Cost

. 8§ Category Description Weight Workflow State Status.

© Posting Screening Crit Uncategorized Visual Gender Under Review by HR active (%}
@ Applicant Documents Uncategorized Visual Race Under Review by HR active [x)
@ Posting Specific Quest...
© Guest User (save ] [<sPrev ]

Visual Race-Gender/Scr...

Summary

Step 4: Select Visual Race and Visual Gender from the Available Evaluative Criteria listed in the pop-
up window.

Available Evaluative Criteria

Category: | Any ¥ | Keyword

Add Category Description
Uncategorized Select the Visual Gender category
Uncategorized Wisual Race
Uncategorized Wisual Gender
Uncategorized Considerable knowledge of the juvenile justice system, including court proceedings
Uncategorized Do you have a Bachelor of Ants degree in English or a related field?
Uncategorized Are you well-versed in all writing topics including gramsmmar, literary analysis, and academic

research?

Displaying all 6
Can't find the one you want? Add a new one

Submit Cancel
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Visual Race and Visual Gender Identification

Once these criteria have been selected, these criteria will be expanded. Select Submit to add the Visual
Race and Visual Gender to the job posting.

Available Evaluative Criteria

Categorny:. Any ™ | Keyword

Add Category
Lirec atenporiiz ed

- Uncategorized

Description

Select the Visual Gender category

Visual Race

FPossible Answers

Linknown

White

Black

Hispanic

As=ian

American Indian

MWk =

Applicant workflow state | Under Review by HR Ll
3 Uncategorized Visual Gender

Possible Answers
1 Female

2. Maile
3. Unknown

Applicant workflow state | Under Review by HR -

Uncategorized Considerable knowledge of the juvenile justice system, incheding coun procaadings

g%

Uncategporized Do you have a Bachelor of Arts degree in English or a related field?

Uncategorizced Are you well-versed in all writing topics including grammar, literary analysis, and academic
research?

Desplaying all &
C.an't find the one you want? Add a mew one

> Submit Cancel

Step 5: Select Next to complete the process. Be sure to note the applicant work flow state as this
information will be necessary in a later step.
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Posting was successfully updated. £
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Postings / Main / Compliance/Training Specialist (Draft) / Edit: Visual Race-Gender/Screening Sheet

Editing Posting Visual Race-Gender/Screening Sheet
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Posting Details Included Evaluative Criteria
Recruitment Cost

: . X Category Description wejgfit Workflow State Status
Posting Screening Crit

Uncategorized Visual Gender
Applicant Documents Uncategorized Visual Race

Under Review by HR
Under Review by HR.

active (%}
active (%}
Posting Specific Quest.

Guest User | save | [ <<Prev |
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Visual Race and Visual Gender Ildentification

Step 6: Select the Applicants tab from the menu at the top of the page.

Please review the detals of the posting carefully before confinuing

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting" button. You may add a Comment to the posting and aiso add this posting to your Watch
List. in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup box

To edit the posting, click on the Edit fink next to the Section Name in the Summary Section. This will take you directly to the Posting Page to Edit, I a section has an orange icon with an exclamation point
you will need to review this section and make necessary corrections before moving to the next step in the workflow

© Posting Details Edt

Step 7: Select the applicants to which to add to Visual Race and Visual Gender criteria. If necessary,
change the applicant(s) status to the same Work Flow state as recorded in Step 5. Once the applicant(s)
has been selected, select Actions and then select Evaluate Applicants from the drop down menu.

Setfings Applicants Repors Hiring Proposals
Oan Saved Ssarch v Search: Search | Mare search ptons
Active Applications 0 V04 Applicant Status
U Saved Search: “Active Applications” 0
Last Hame First Hame Job Titke Application Date Workficw $tate (Internal)
_»‘ [ ] ] Nurse Fracttionss Juna 6, 2015 ah 632 P Lnder Revizir by HA
’ _ _ Hurse Frachfioner Jun T, 2015 aR 10:08 AN Under Review by HR A

Wers

1 Streening
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Visual Race and Visual Gender Identification

Step 8: Select the appropriate values from the Visual Gender and Visual Race drop down menus for
each applicant. Select Next to proceed.
Evaluative Criteria Workflow State: Under Review By Hr swe | ([ETE

Under Review by HR

View Detalled Entnes

Showing 2 Appicants. Show More
Evaluations

Overall: N'A

Plaase solect v

Visual Race: Visual Race

Please select v

Overall: N'A

Gender: Visual Gend

Please select v

Visual Race: Visual Race

Please select v

save | ESESE h

Step 9: The Visual Race and/or Visual Gender Identification have been updated as noted by the
confirmation message at the top left of the screen.

@ updated Evaluative Criteria Evaluations

Postings | .. | Regisiered Nurse il (2nd & 3rd SHIFTS) (Posted (Managers can view applicants)) /| Applicant Review | Evaluative Criteria Delails

Home Postings Applicants Hiring Propasals | My Profile Help
Patricks Waller, you have 0 messages.  Commorwealth HR

= Posting: Registered Nurse |l (2nd & 3rd SHIFTS)
(Main)  Edit

Current Status: Posted (Managers can visw applicants)
Pasition Type: Main Created by System Account
Agency Cwmer Agency HR (Full Access)

Evaluative Criteria Score Details

Showing 2 of 2 Applicants

Fiill Narné Cuirrent Stati Owerall
Unider Review by HRt
Uridér Rervidw by HR

Under Foeview by HRE
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Step 10: Select the Applicants Tab from the Job Posting to view a report. Select Actions and then
select Download Applicants Evaluations to download and view your report.

Posting: Registered Nurse Il (2nd & 3rd SHIFTS)
(Main)  Edit

i i See how Posting looks to Applica
Current Status: Posted (Managers can view applicants) See how Posting looks to Applicant

Position Type: Main Created by: System Account = Print Preview (Applicant View)

“ Owner: Agency HR (Full Access) a

= Print Preview
Summary History Setting Applicants Reports Hiring Proposals
Open Saved Search v Search: Search | More search options
Active Applications VQ & Applicant Status
_ns" u ACticns
GENERAL

Last Name First Name Job Title Application Date Workflow State (Internal) A
] Registered Nurse Il (2nd & 3rd SHIFTS) May 25, 2015 at 0243 PH Under Review by HR Salr":ﬁccné licants
] Registered Nurse Il (2nd & 3rd SHIFTS) July 02, 2015 5 07:06 AN Under Review by HR

mport Applica
Export Applicants without

dhrm
9/25/2015 | Department of Human Resource Management



